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LISTRICTIONS

This general records contyol sehedule is issued by the CS Support Records
Committee o provide filing and disposition standarde for records conmon +o the
C3 Support Staffs. Theae standards spply to the records described regmdless of
vhere they ere filed organizstionally in the Staff,

It is not the intent of this scheduls to require the maintensnce of all the
records described therein. The mmber of different files in a Staff will vary
with the aize and faodtion of the Aves Division or Semior Staff.

The schelule is arrenged functionally for esse of spplicstion by the
organizational elossuta respoasibile for these functions. For this reeson,
there iz a repetition of idemtiecal ftems such s "Hail Contral Reeords,”
"Feendo Files" and “"Chrono Plles.”

Ay questions concerning the interpretation of ingtrustions in this schedule
should be refearrel to your records offiowr.

viung|
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Bl iva

1. DGadt Tubjeet Flles

nene £ilep ordizseily eonsint of Gy subieet (lo wseeorugicw Desbyoy witer ¢ yeudts,
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Senrmanriitd

Lgpoaltiog

Lwgerdpedon G g ey -
: Jekbod of Ml Tagtruc i ong
L, Tpewds Tilee

Adiaarily eogist of coosn
retecanced cad P1les of tew
nenes, ppenlos aud ey .

sameriootiy.

A pdeterse ! ve Toouoness

These Tilus cousist of cuples 3y subject
of Agewey regulutions, aobices, ’ )
aandbocks, wsl other lateragl oe

exberunl e oes eelating to tha

aduinipbrution 0f support funeblone.

Jheono Pllem

These files causlst of oxbtra eapies o
in asd out cebles ad dispatebes, wii
copies of cutgoing corvespondence
ariginabing iv the Offee. Such

Mles are maintained for convesdeico
of reference,

#. Cebles avd Dispatehes Vheosologicadly.

2. Jovresposdence “hronelsgicall;

Aphsbenieily

Lpon geparation,
termination ar traceie
Pluce eaxd in inantive
£ile; hold 1 yeor ther
destroy.

Jeatroy when superseded
or obsolete.

Jestroy atter & wouths,
tatntedn © wonths level;
thereafter destroy
exrliset month upon
1ling latest wonth.

Joatroy after 2 yeers.

reak tiles aunually;
aold 1 year then destroy.
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Tecomsanded Tippositicn
Ceperl it on tethod of Flliug , , Thatruetions
fo LEil Contrel Fouuals
a. D5 Loge Frwrtoally by O Tlgposal Lot
ke , suthorized by this
pehadgle,
L. Decret mad Lelov logs Dy type mnd chronsloge Testroy efter 2 yeuars.
tenlly hupoamsiar. Bpeasy Mle grmuslly;

Bold 1 vear el degteoy

. &wtroct lips Ly uource BYESS Seme 88 chove.
waaarieally.
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o PERBOINEL BECORDS
¥aintained by Fersonoel Sections, DI/P Support gteffs

Recompended

Hethod of Filing

8. Persomuel Folders (Soft)

8. BStaff Exployees and Steff Agente
;@&ﬁ%gﬁrmmlmaxam
ntained for esmployees of the
Senior Staffs or Arvea Divisions, Piled
bere are coples of papers document.
ing all personnel actions effecting
Individoel . Also present are copies

b. Contract Employees.

These files ordinerily contain a
copy of the contract along with
coples of instructions, reports,
correspondence, dispatches and
cables pertaining to the empl
and gtatus of his contract.

1. Type A employees.
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Digposition
Tnstructions

Alphsbetically

Alphabetically

SECREY,

Upon trmnsfer op
separation forward
file to Records end
mwa mﬁﬂm;
Office of Personpel
for screening.

Upon terminstion screen
out and destroy dupli-
cate materisl and
transfer to Contract
Persomnel Mvision, OP,
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L ded

Dlsposition
Description Yethod of Filing Instruetions
2, A1l Others Upon termination
screen out and destroy
Juplicate materisl.
- Place folder in
inpctive file; break file
amxamlly; bold for 1 ysar
then tranafer to Recoxds
Canter. Dispose of at
Rocords Center in aceor-
dance with Genersl Records
Schedule 1, Appendix B,
Title 3, Fedaral Records.
9., Tseudo Mlaes
A cyose referenced cacd f1le Alphabetically Upon neparution; .
of pseudos, erypts ad true taowination or transfer
nenes . ’ place cards in inactive
file; kold 1 year and
“uu”
10. TO Files
Consists of records relating to the By sublect Destroy vhen superseded
staffing pettern such as coples of or cheolete.
wmonthly O reporta; 70 change
Kirtherisattonh; nanning tables end
I8 Xistinge of employees by grade
and dete of gvade,
11. Personnal Cerd Mlea

a. Buployee Records Cards (Form

oF hv).

A card is meintained for eech
employee. Notations of all
personnel actions and completed

training aye posted to this forwm.

By organization end grade
thereunder.

Upon intra~-sgency transfer
forverd card to geining
oiffics. Deatecy on

separation or termination.
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Hecommended

Disposition
Beseription tethod of Filing Ioskructions
b. Position Inventory Flles.
Thase Dlles sre ordinarily Beme 08 above, Destroy on eancellebion

maintained on SF T4 along

with OF kb sbove. They
provide a ewrrent record of
positions, both £11led and vacant.

c. locetor Cards., These ave Alphabetically.
I3 caxds furoished by Office
of DPersomel for each employee.
The curds besr home and office

4. ALl other card files and forws Hot applicable

accumlated in the course of parforming with

These are sdxinistretive reference files By subjert (In accordence

persounel support funetions. Ineluded in
the files are copies of divectives and
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of position.

Desrtroy cexds when
arrtion is completed.
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Hecomaendel Heposltion
Deserigiion Hethad of Piliug Justructions
Wmm
13, Twrono Piles

These flles cousists of exter coples

of in and out cubles wxd Aimpatehes,

anl sopies of ocutgoing eorrespordence

originatiog io the Seetion. Smoh Mles

are mplotained for conveunlence of

rveferenes,

a, Cables and Dispatches Chronologisally. Jestroy m"ﬁer G wontho .,
Umdntain 6 Mogths level;
therealter destroy
2erliest month uporn
£iling latest month,

b.  Corveaporsicnea Carawlogieally. Degtroy after 2 yuars,
Sreak files snrumlly; '
hold 1 year then destroy,

1. Meinigtrative Issuances

These files coumint of copler of 3y subject. Destroy vhen superseded

Agency regulations, notices, hand. or ohaolete,

bocks, asd other lutarmal or exteragl

isgumces relating to the adwintstra.

tion of the persennel Duesetion.

i, Yl Comirol Tecords

&. TS loge mmrieally by T aubes, Hsposel not authord zad
by this pchedule.

be DSeeret mal below loge dy type ond chrovologieatls Jegtroy after 2 years.
bold 1 year and destroy.
c. Mstract Tlips By sourcs and/ov :amerlcolls. Seme a8 above.,
Runy
;Lﬁﬁtg
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et k] e . z -
1, wetis feblect Tilen
' file of ecavespondency:; ueplotho: Ay Sk e Tretproy adber - junst.

1T.

i MYes wonually

soples of digppatches end cubxles; aceordancs
nodid 1 oeer then destyeo

5 A Re e

al ecoples of Laerng) woll exbarmad
ispumsces and iusbruetlons paciod o
to seourity clomrances aad the
aduintgtration off the pecwrity supoot
funetion., Crdinarily coivespouiciue
with fronches md othey ‘wodgtarta o
componenty 10 Mled here,

Uover Files

Jonmicts of cards or obher furws baard il Arhebetics) . Tegtroy efter tenasler
woree of Indliwideal, Wad of eowe.s ol or geparabion.
dofe of cover.

Dlewrames Flos

Moge Tiles are used an o eoptrol 2yl iall Negtroy efter clemrance
over gtatus of CLAATANCHG PhuRFTEd 1z graxted,

foem 2%, Consists of comis or obhwe

forne bearing naee off Imilvidusd, Jdoce

of repest, ad type of clatrunes.

Chrono Plles

Taone Mles congled of et oo
of in sl cub cobles mad dispatelss,
aw eoydes of outmodne correEpoyRldae:
origineding in the Seetion. Suech Tilus
ara wel vhaloed for convenlance of
ralareind .

SEGRET
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tathod of iis -

s A r'wa\a xald}: kb

B
ek

«,:-in

eamo

fe camdos amd Dloeabeon

e Gorrespondebes

Admivigtrative Issuapces

Wecse Dlles consist of comten i

ALY COERIILLONG, NOt10u, benis
WOGiG, wal obher irterncl or
ipsusncer releiing to Ghe sfialobror Lot

of the seourity Pumetion,
8. T8 Logs

e Becroet and belov logs.

e. Mwtreet Slipe
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R A

Chronologloectl

Chronologleal)y .

S ok teet,

Mm*ie:,.u.; by o0

3y tyve ol cmmmlwgu
ically theeounios

Dy coures oxlfor
marienily.

SEQRET

e

Tetstroy at‘%mr 5 meath
Yadnbatn 5 owmorths 4.mzx E
thnmzm dastaey
sarlicat month wpon
filing lgtost wmonti:.

Bepoocl wt outhorized
Uy this schedula,
Destroy after 2 m
Drogk file

hold 1 year aad dostroy.

Rame as above.
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SR

FISCAL FOCORDS T

Halntalued Gy FaF Offices, DB/P Support Staffs
‘ Recommanded Dispasiton
Lescription Hothods of Piling Ingtruchiong®
22, Budget Files
These filas o includo coplen of By flscal your fastroy after 3 fiscal

23.

jnstructions, marmative snd statistiosl
pratemants of requirements, coples of
operaticonl prograus, yeelinivary esti
mien, office estimetes, coples of budge
et presentations and relsted work papers.
These are files thet mommilste during
the yrocsss of prepering Stafld and Bivi-
slon udget presentations for the Budget
Division, Office of the Comptrollisr,

Aloteent Filas

&. Coples of sdvices for Hoad-
quarters and the Field.

L. "Blue Chip" copies of advices.

¢.  Aldlotaent coptral ledgers show-
ing chligntions, axpenditures and status
of allotments.

[ Wmm- Data
conceriing current status of allotmente
are posted to these cards.

By fimcal yeer and sllotwent
aceouart mmﬂmrﬂmxe!m&r.

By fimeal ywar.

s snd countyy
By fiscel ywar ond mowthly
thereundas,

By countyy and ailotment .
ber thereunder.

yearn. Sresak files

Degtroy after 3 fiscal

Destroy after 3 fiscal
Tmaily; old for bwo
yours, destroy.
Sams an shove,

S wnt e

* The Comptroller has concurved in these dlsposition isstructions with the gensrsl qualiffieation
that any records sublect to audlt will not be destroyed wntil sudit ie cmlm.m

SECRED
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Fecommended Digposition
Description ’ Method of Filing Instructions
2L, Obligation Files By fiscal yesr and allotment Bame a8 above

5.

&. Congists of copies of obligation
documents such as requisitions, travel

orders, requests for payments and sdvances

and related vouchers and supporting docu-

pents used in accounting for expenditures.

b, Other coples of cbligation doou-
mente such as requisitions and travel or-
ders maintained solely for convenience of
reference.

Fianance Divigion General Ledger Runs

Thege are monthly IBM runs fur-
nished by the Office of the Comptroller
showing expenditures, property issues
and cost listings. Used in reconcilia-
tion of accounts.

Payrolls

These are copies of IBM runsg fur-
nished each pay period by the (Office of
the Comptroller.

Project Accounting Files

Contelne coples of project suthor-
izations and correspondence dispatches,
cables and related papers pertaining to
the administretion of project funds.

gtation Files {Camtry

T e e et

PMilee)
halt

Consigta of correspondence and copies of
in and out cables relating to the admine
istration of fiscsl affairs at field
stations.

Approved For Release 2009/01/16 : CIA-RDP70-00211R000800290018-2

numbeyr thereunder.

Conform to office practice.

By fiscal year.

By fiscal yesr and allotment
oumber and pay period there-
undeyr .

By allotment account number.

By fiscal year and thereunder
by country and/or station

Degtroy when no longer
needed for reference,

Degtroy after 3 fiscal
years. Bresk files an-
nually; hold 2 yeers,
then destroy.

Deatroy at the epd of
fiscal year.

Destroy 1 year after
termimation. Place
terminated projects in
inactive file; hold

1l yeer and deatroy.

Destroy after 3 fiscal
years. Break files an-

pually; hold 2 years,
then destroy.
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Recommended DMaposition
Description Method of Filing Instructions
29. Station Accountings
These are monthly accountings received By fiscal yesr and thereupnder Same as above.

30.

31-

from the Field in duplicate. Origi-
nals are forvarded to Finance Division.

Paeudo Files

Ordinarily consists of cross-refeyenced
card files and true names, pseudos and
crypts. File includes Staff employees
and agents as well as consultants and
contract employees.

Personnel Piles (B&F)

Folders coutain copies of fitness re-
porte, perscnnel sctions and promotion
recomoendatlions for each Budget and
Flacal samployee.

Subject Files

A genersl file of correspondence, re-
ports; memos; copies of instructions
and internal issuences relating to ade
uinistration of the finance support
function at Headquarters and in the
field as well as those of the Section.
Ordinarily correspondence with Branches
and other Hesdquarters components is

Approved For Release 2009/01/16 : CIA-RDP70-00211R000800290018-2

by country and/or station.

(In some Staffs where the vol-
ume is small, it {s feasible
to file them in the Station
Files above.)

Alphabetically and numerically.

Alphabetically.

By subject
(In accordance with ZB 43-330-1)

Upon separation, tere
mination or transfer
place card in inactive
file; bold for 1 year,
then destroy.

Destroy upon separa-
tion or transfer of
individual.

Destroy after 2 fiscal
years. Bresk files at
end of each year; hold
for 1 year and destroy.
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Recommended Disposition
Besaription Method of Filing Instructions
33. Imprest Fumd Fileg By month, Destroy after audit and
elearance.
Consigte of copies of momthly sccounte
ings made to Finance Division and lete
ters of instructions suthorizing expendl-
tures of funds.
34, Overtime Filce
Contains requeste for overtime and re- By pay period. Destroy after 1 fiscal
yorts of overtime worked. year.
35. Employee Aceountings Fiiles By fiscal year and alphge Destroy when no longer

These files are meintained to record
requests for advences; peyment of ale
loweaces; accountings; travel orders
and other financisl transactions af«
ferting individusls. Such files arve
ordinarily maintained on cards or in
folders containing extra copies of oh-
ligation documents and cover Staff em~
ployees, Staff agents and contract eme
Ployewt

36. Administrative Issuysnces:

37.

These files consist of coples af Agepcy
Regulations, Hotices, Handbooks and
other interne) or external issusnces
relating to the administration of the
bndget and fisesl furnetion.

Chrono Files

These files consist of extra copies of
in and out cables and dispatches, and
coples of outgoing correspondence origi-
nating in the Sectiom. Such files are

Approved For Release 2009/01/16 : CIA-RDP70-00211R000800290018-2

betically thereunder.

By subject.

needsd for reference.
Do not retain after
separation, termination,
or trunsfer.

Destroy when superseded
ar cbeolste.
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| ' Recomupended \ '
Deseription Tanositicn
Method of Filing Instruet
waintained for convenience of reference.
8. Cebles and Dispatehes Chrcnologiecally Destroy after 5 months
Maintain 6 months level;
thereafter destroy

earliest month upon file
ing latest month.

b. Correspondence Chronologically Destroy after 2 fiscal
years. Break files an.
veally; hold 1 year,

then dﬂﬂ“‘ﬂyt
38. Mmail Control Records
a. T8 logs Xumericelly by T8 number. ’ Meposel not authorized
by this schedule.
be. Becret and below logs nytmmchrmlogimuy Destroy after 2 years.
thereunder Bresk fils anmually;

hold 1 year and then
destroy

-

¢ Abstract Slips By source and/or mmerically Same as above.
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i B

LOGISTICS BECORD -~ —- -

Maintained by Logistics Sections, DI/P Support Staffs

Description

39.

i1,

- projects.

Country Files (Station Files)

These files contain correspondence,
reports and coples of cables and
dispatches relating to the adwinis-
tration of support functions for
stations and projects.

TVA Files

Containg table of vehiculmr
&llowance for stations and

Included are copies

of Justifications and authorizations.

Requisition Piles

Be Requisitions

Consista of coples of field

requisitions end shipping
documents furnished by the
Office of logiatics.

b. Headquarters Requisitions

8oples of requisitions preparcd
by the Section for Headquarters
and field.

Approved For Release 2009/01/16 : CIA-

Recommended Plasposition
Method of Filing Instructions

By country snd/or
station and project
thereunder.

By eoustry and/or
station and project
thereundsr.

RBumerically by Station
allotment mmber.

Bumerically by requisition
oumber

Destroy after 3 years,
Break files annually;
hold 2 years then destroy

Destroy vhen super-
seded or canceled.

Deatroy after 2 years.

Break files annually;
hold 1 year then destroy.

Bame as above,
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Recompended - ¢ Disposition

Deseription ¥etaod of Filing Instructions
42, MR Piles
&. Sigped coples of memorandum Alphabetically by name. Destroy after turn in
recelpts for noneexpendshle of property.
property.
b. Coples of Consoliédsted Memorandum Alphehetically by station. Destroy when superseded.
Receipt liatings (IBM) furnished
by Gffice of Lozistics.
k3. Catalogs
Copies of Federal Supply Sexrvice, By mubject. Destroy when superseded
Agency, and private meoufacturers or obsolete,
cataloge for supplies and equipment.
L4, Property Card File
These cards are uged to control Alphabetically by name Destroy cardg with zerc
issue and stock levels of non- of equipment. balance after confirmation
expendable items. Shows to whom by CMR report.{item 42b)
item 15 charged and where and
balance on hand.
45. Administrative Issuances
These files consist of coples of By subject. Destroy when guperseded
Agency regulations, notices, or obaoclete,

handbooks, and other internal

or external issuances relsting to
the administration of logistics
funetions.

7 VApproved For Release 2009/01/16 : CIA-RDP70-00211R000800290018-2



Deacrigtion
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Recommended
Method of Filing

Dlspesition
Instructions

2‘6.

k7,

Section Subject Files

A geners] file of correspondence, By subject
reports; copies of cables and dis-
patchen; copies of inmtructions

and internal issuances relsting

to administration of logletics
support functions at Hesdquarters

and in the field as well as those

of the Section. Ordinarily corres-
pondence with Branches and other
Headquarters components is filed here.

B 43-330-1)

Chrono Fileg

These files consist of extra coples
of in and out cables and dispatches
and copies of outgoing correspondence
originating in the Bection. Such
files are maintained for convenience
of reference,

&, Csbles and Dispatches Chrenologically

b. Correspondence Chronclogically

Approved For Release 2009/01/16 : CIA-RDP70-00211R000800290018-2

(In mccordsnce with

Destroy after 2 yesrs.
Break £iles annually;
hold 1 year then destroy.

Destroy after 6 wmonths.
Maintain 6 months level;
thergafter destroy earli~
est month upon filing
latest month,

Destroy after 2 yemrs.

Break files annually;
held 1 year then destroy.
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pescription

keconmended oo
Method of Filing

Tisposition
Instructions

48,

- %W

b. Secret and below logs.

¢. Abstract Slips

" Approved For Release 2009/01/16 : CIA-RDP70-00211R000800290018-2

Fumerically by T8
mmber.

thersunder.

By source snd/or
rieally thereunder.

Disposal not suthorized
by this schedule.

Deatroy after 2 years.
Break file samually; hold
1 year then destroy.

Ssme as above.
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REGISTHY RECORDS, DD/P SUPPORT STAFFS

Recommended Digposition
Deseription Method of Filing Ingtruetions
49. Cable Files
Copies of in & out cables, By source and/or Deatroy alfter 1 year.
chronologiceally. Baintain 12 month level;

therealter destroy earli-
et month upon filing i

latest mentia,
50. Dispateh Files
Coples of incoming cr outzgoing By esource and/or Same as shove.
dispatches. dispatch mumber.
51. Peeudo Files
Consists of crose referenced card Alphabetically and Upon. separation, terming~
files of pseudos, true names and aumerdcally. tion o traasfer place
crypta. cayd in insctive fide;
hold for 1 year then des~
52. Mministystive Issuances troy.
These files consist of copies of By subject. Destroy when superseded of
Agency regulations, notlces, hand- obaclete.

books, and other ioternal or external “
imsuances relating to the administrae«
tion of the registry function.

53+ Mall Comtrol Records

a. T8 logs Bumerically by T8 mmmmimd
muber. 8 schednle.

b, Beeret and below loge. By type & chromologically Degtroy after 2 years.
hereunaer . Break file anoually; hold
1 year & deptyoy.
¢. Abstract Slips By source and/or mmericelly. Same as above.
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57D

RECORDS MANAGEMENT PROGRAM

RECORDS CONTROL SCHEDULE
FOR THE

S SUPRQRAT STANWS

FORM NO.
1 JuL 55 738 (41)
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